
Cashiering notes: 

 

• Go into Incode V.X-Test (will change to Incode V.X-Production when we go live) 

 

• Log in using the same login you use for your computer 

• Using your menu on the left side of your screen, select: “Cashiering” then “Operator Process” 

 

 

 

 

 

 



 

 

 

 

o If you are not automatically logged in you can select the “login” button on top left 

 

o Log in using your operator name, enter your password, and select your terminal. If you 

do not have a specific password, 1234 is the default. 

o Under “Batch Operation”, you have the option get a head start on entering a new batch 

or opening an existing one. Otherwise, select “none” then “log in”. 

 

 

 



• When logged in, you will see In-Process batches in the space above and completed batches in 

the space below. 

• Select “new batch” and name the batch as you would normally or as instructed by your 

supervisor  

• Additional features listed at the top of the Operator Process window include the following: 

o You can select “Edit Batch” to rename it 

o You can select “Open Batch” to pull a completed batch from below into the In-Process 

space above for editing 

o You can select “Remove batch” to remove; this cannot be done if the batch contains 

transactions. 

o You can select “Reprint a receipt” by entering the receipt number and printing receipt, 

you can also validate a transaction with a receipt number, or endorse checks with a 

receipt number. 

o “Inquire receipt”: enter number to view receipt information 

o “Print screen” to take screen shot 

o “Help Contents” to view support pages 

• Select your batch and hit “receipting” on the right 

 

 

 

 

 

 

 

 



o Enter initials in “Taken By” cell 

o Transaction codes should be the same as Incode 9. To manually enter a GL number, use 

code 199. 

 

 

 

 

 

 

 

 

 

 

 



o Select your transaction code and hit tab; this will open the Miscellaneous Receipt 

Maintenance screen 

▪ Enter name  

▪ Select your product 

▪ Change the description as needed (Example: Accident RPT 12345) 

▪ Enter total amount as a POSITIVE NUMBER for each relevant product. When 

finished, hit “Save and Close” 

 

 

 

 

 

 

 



o For Code 199, an additional window named, “Miscellaneous Distribution Maintenance” 

will open after you enter your amount and then hit tab. You can also click on the 

“Distribution” button to access this new window 

▪ Select “Add line” then enter the account number and project (if applicable).  

• If the account number is coming up as invalid account, select the 

magnifying glass and search the account number and then select from 

the list. 

▪ Enter amount as a NEGATIVE NUMBER  

▪ Continue to “Add Line” as needed for all account numbers and their amounts. 

▪ When finished select “Close Form” then “save and close” in previous window. 

 

 

o Once you hit “save and close”, you will be brought back to the “Receipting” window. 

You will now do the following: 

• Enter payor name 

• Payment type and amount 



• Continue entering payment type and amount until full amount of 

distribution has been entered 

• Check that the total remaining is zero 

▪ You can remove payments using the “remove payment” button 

▪ Can print receipt for copies or email receipt to customer 

▪ Hitting “Complete receipt” will print a copy as well 

▪ Transaction clears out and next payment can be entered 

 

o Do not leave a receipting window open if you will be leaving your computer for an 

extended period 

 

• Note: Money orders – get put in as a check  

o You can endorse checks by entering number in the reference cell, put in check printer 

and press endorse the check (ignore this step if it is not part of your normal routine) 

• Note: any partially completed receipts will appear as a “Burned” receipts in your batch. 



  

• When ready to balance; hit batch review 

o Check your figures. The “applied” amount should equal what you have in your drawer 

o Select the “Receipts” and “transactions” tabs to look at individual receipts. You can void 

receipts in transactions tab by clicking the receipt number transaction and selecting 

“void receipt”– be sure to print a copy before voiding any receipts 

o “Voids” tab will show voided receipts 

o “Tendered listing” and “Credit Card Listing” tabs will display your transactions in a grid 

that can be sorted 

o When finished reviewing, select “close form” 

 

 

 

• you can also void receipts in the main operator process by hitting “void receipts” 

• When finished, select “complete batch” to send down to the bottom space 

o You can print a journal register by selecting your completed batch 

▪ select by clicking the box on the left 

▪ can review again if needed by selecting “review” 

▪ select “report” the “run report” 



 

 

 

• Print and/or save register as per usual 

• Print the summary pages and submit to the finance dept. 

 


